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SCOPE
This policy sets out the processes for handling of work-related grievances at [INSERT COMPANY NAME] including, but not limited to, a response to harassment, discrimination, bullying, victimisation or vilification in the workplace. In certain instances where unlawful behaviour may be involved or where administrative mechanisms for appealing decisions may exist, then other processes are followed as described in the next section.
To the extent relevant, this policy will be read in conjunction the Fair Work Act 2009 (Cth), the National Employment Standards and any relevant industrial instrument, including an award.
AIM
The aim of this policy is to assist employees and managers when dealing with work-related grievances and conflict matters. This policy provides guidelines to assist toward:
· ensuring procedural fairness; 
· facilitating a consistent handling of grievances across the business; 
· meeting best practice standards of grievance handling; and 
· the achievement of timely resolution of grievances.
[INSERT COMPANY NAME] is committed to providing a productive and harmonious work environment. This policy aims to maintain effective working relationships by ensuring that grievances are handled quickly, with minimum distress and maximum protection to all parties, thereby preventing the escalation of minor problems or grievances.
POLICY
This policy defines work-related grievances and describes how they are to be handled by [INSERT COMPANY NAME]. It advises on the responsibilities of Managers and staff, how to raise a grievance, the expected outcomes of the process, and documentation.
This policy establishes the principles by which work-related grievances are handled and a framework for the management of grievances according to equity principles and legislative requirements.
DEFINITIONS
A work-related grievance is any type of problem, concern or complaint where an employee believes that they have received unreasonable treatment from [INSERT COMPANY NAME], another employee of [INSERT COMPANY NAME], or a contractor or subcontractor engaged by [INSERT COMPANY NAME] and wishes to bring the grievance to the attention of [INSERT COMPANY NAME] for action or response.
There are two types of work-related grievances, those involving:
1. behaviour which does not contravene any laws or legislation, but which is still inappropriate, such as interpersonal conflicts, personal issues or work practices; and
2. potentially unlawful behaviour which, depending upon its nature, may be covered by legislation that will determine how these grievances are handled.
This distinction determines how grievances will be dealt with, and the extent and type of documentation required.
Policy Principles
Grievance resolution is an integral part of management responsibility at [INSERT COMPANY NAME]. Managers have the responsibility to take all reasonable steps to identify and attempt to prevent, and resolve, problems in the workplace. 
Employees raising a grievance, as well as the employee or person who is the subject of the grievance, have the right to choose to be accompanied by a support person of their choice during all discussions related to the grievance. Confidentiality is respected at all times within the constraints of the need to fully investigate the grievance, which extends to the employee’s/person’s support person.
Grievances will be dealt with promptly and take into account the interests of all concerned. The relevant Manager, or suitable representative from [INSERT COMPANY NAME], will respond to the employee raising the grievance (either by discussing the matter with the employee or arranging a meeting) within five working days of being notified of the grievance. 
Whenever possible, the wishes of the employee raising the grievance in relation to the resolution process will be taken into account. However, this may not be possible in some circumstances.
How to raise a grievance and how it will be dealt with
In the first instance, the grievance should be raised with the relevant Manager. Grievances may be raised verbally in the first instance, although they may have to be formalised in writing later, depending on the circumstances. 
Employees should be aware that, if the grievance is of a serious nature or involves allegedly unlawful behaviour, a formal investigation is required, which must be documented. This may include the notifying employee (and any other relevant persons, including the alleged perpetrator) participating in an interview, which may be recorded and transcribed.
Although an employee may withdraw their grievance, it is ultimately for the [INSERT COMPANY NAME] to determine the most appropriate course of action. In some circumstances, if a grievance relates to alleged unlawful behaviour, unsafe behaviour, criminal behaviour or conduct that may give rise to employer liability, [INSERT COMPANY NAME] may determine that the grievance should be fully investigated. 
Any investigation process undertaken will be conducted in a timely and procedurally fair manner. Any employee/person who is the subject of a grievance will be given sufficient information about the grievance, time to consider that information, and a reasonable opportunity to respond.
Outcomes of the Grievance Resolution Process
Where a grievance is substantiated, [INSERT COMPANY NAME] will take all necessary steps to address the matter. This may take various forms, such as workplace intervention, training and education, mediation, or disciplinary action. 
Where possible, an employee who lodges a grievance will receive written notice regarding the outcome of the grievance process. 
In instances where the facts surrounding a grievance cannot be substantiated, it is possible that no further action will be taken, however, it does depend on the nature of the grievance and the information gathered during the investigation phase. 
External Process
If an employee, who raises a grievance, is dissatisfied with the outcome, the employee may choose to seek the assistance of an external party. However, [INSERT COMPANY NAME] encourages an employee to exhaust all internal avenues (including approaching the relevant Manager or business representative) to ascertain whether there are any other internal avenues that are available to address their concerns.
If all internal avenues have been exhausted, or it is otherwise the employee’s preference, the external options include:
· Fair Work Commission (www.fwc.gov.au)
· Australian Human Rights Commission (www.humanrights.gov.au)
· State or Territory anti-discrimination agency
· State or Territory work health and safety regulator
Documentation
Documentation relating to the grievance will be placed on the employee’s personal file. While a matter is the subject to investigation, the relevant documentation may be held elsewhere, either in hard of soft copy. Confidentiality of all documentation will be maintained, and will only be accessible by the necessary personnel.  
Responsibilities
All employees have a responsibility to contribute to the achievement of a productive, safe and equitable work environment at [INSERT COMPANY NAME].
Management is responsible for:
· responding appropriately to grievances and managing the process according to [INSERT COMPANY NAME] policies, principles and procedures; 
· responding appropriately;
· modelling the behaviour expected of all employees, particularly as it relates to grievance handling. 
Employees raising a grievance are responsible for:
· participating in the grievance resolution process in good faith;
· co-operating fully in the investigative process;
· not making vexatious complaints or raising grievances with malicious intent; 
· not reporting a grievance to several different individuals at the same time
· maintaining confidentiality and avoid commenting on the grievance process whilst it is being undertaken. 


